SCANTRON

ACHIEVEMENT

ACHIEVEMENT SERIES - CLASSROOM MODULE

Create a Classroom Test: Duplicate Test Option

Section 1: Login to Achievement Series

1.

2.

Open an Internet browser, such as Windows Explorer.

Go to http://www.achievementseries.com/

Click the Staff Members button.

L)

Staff Members

** | Create tests and

Enter your Site ID, Staff ID and Password. Then click Login.

...
Site ID: |72-3526-4990

Staff ID: [memaris

Password: [sossaases|

5. At the Home Page, click the Classroom Area button.

Teacher Withedit

= Classroom

=

Classroom Area

Scantron Professional Development Creating a Classroom Test — Duplicate Test 1



ACHIEVEMENT SERIES- THE CLASSROOM MODULE

Section 2: Create a Test using the Duplicate Test Option

1. Inthe Classroom Area select the Classroom Tests tab.

2. Select the Class from the dropdown list and then click Create Test.

WEEIOGT NS Classroom Gradebook  District Gradebook  Shared Tests

L=
Grade 4 English Sec. 1 Fr o

Classroom Tests % Export LS
=Create Test

« Delete Test Test

Active Results Test Items Status Test Id

3. Click Duplicate Test.

Create a Classroom Test Clase |

Select a Test Creation Option

Prormal
Use this option to manually create test content.

B Cick Pick
lUse this option to have the system automatically select test content based on search criteria and/or standards.

P Answer Key
Use this option to create an answer key test with no content. This is useful if you already have a paper-based

multiple choice ar trueffalse test and want to scan student responses into Achievernent Series.

B Duplicate Test
lUse this option to create a test from an existing one. This is useful if you only want to duplicate the test contents.
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Complete the following three (3) easy steps to duplicate an existing test:

1. Step 1 of 3: Select the Test to be Duplicated

Select the test to be duplicated, and then click Next

Select Test For Duplication
Step 1 of 3 Cancel | Mext |
HE Export XS Count: 2
ltem
Test s Count
Math 4 Fractions Fre to
12
i¥ Math 4 Fractions - Adding Fractions 4 Pre to
12

2. Step 2 of 3: Select the Class to Accept the Duplicated Test.

Select a single Class from the onscreen list and then click Next.

Select Class To Accept The Duplicated
Test Previous Cancel Mext
Step 2 of 3
G Export XLS Count: 3
Primary
Class « Staff
Grade 2 Carter,
Sec. S Carter Susu
e Grade 2 Williamson, 3 2
Sec. T Williamson Teresa

Scantron Professional Development Creating a Classroom Test — Duplicate Test 3



ACHIEVEMENT SERIES- THE CLASSROOM MODULE

3. Step 3 of 3: Specify Test Properties
A. Enter a Test Name for the test being duplicated.

B. Setup a Test Date.

Note: Test Date is used to sort tests chronologically in the Classroom
Gradebook. It does not limit when students can take the test.

C. Then click OK.

Specify Test Properties -
@ Step 3 of 3 Previous | Cancel | e |

B Enter the test name and click "Next" to create the initial test draft.

Test Name |Math 4 Fractions | *

TestDate  [april =] 113 7| 20085 ~|

& o o o
= required infarmatian

4. After duplicating the test, you are returned to the Classroom Area. The
duplicated test appears in the test list for the class selected to receive it.

Note: The test is currently inactive. When you are ready to administer the
test, it must be activated. Go to Section 3 for instructions on activating a test.

Grade 2 Sec. T Williamsan v | T

Classroom Tests

5 Export ¥l Count: 2
*Create Test
Test
*[Delete Test
EEEES Active Results Test Items Status Testld TestDate ~
o ~  Math 4 Fractions - 4 (D o/ Inactive 4113005

Subtracting Fractions

il - Math 4 Fractions 4 (/g | Inactive | 471305
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Section 3:; Activate the Classroom Test

The Classroom Test can be activated using either of the two (2) options outlined below:

Option 1: Activate the Classroom Test
1. Login to Achievement Series and select the Classroom Area button.

2. At the Classroom Area screen select the Class.

il" Classroom Area

ECS LTINS Classroom Gradebook  District Gradebook  Shared Tests

Grade 4 hiath Sec. Perd = _;.

Classroom Tests 3 ExportXLS Count: 3

= Create Test

« Delete Test Active Results Test Items Test Status  Test Id Test Date ~
all - Math 4 Fractions 1 D oAo Inactive 411105

3. Identify the test to be activated and click the button in the Active cell.

R —

ECSLTTN DS Classroom Gradebook  District Gradebhook  Shared Tests

Grade 4 Math Sec. Per4 » '-"-:

Classroom Tests % Export XLS Count: 3
= Create Test
- Diolete Test Active Results Test Items Test Status  Test Id Test Date ~
al ‘—Math 4 Fractions 1 D oAn Inactive 411105
pv/ | AY | Addition - Standard 2.3.1.a 3 @ 1/10 97951 41005
v/ ~  AKO Scan Test 2 Oono 13799 4505

4. The Test Activation Status page displays the Test IDs. Click Close.
In the Classroom Area, the test’s Active button now has a green checkmark.

Test Activation Status Close |

Test Activation Status
Test Name Math 4 Fractions

Test Status Your test has been activated. Students can take this test and test forms can be scanned.

Test Versions Information

3 Bxport XL Count: 1
Version Test ID
A, 0422
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Option 2: Activate the Classroom Test
1. Login to Achievement Series and select the Classroom Area button.

2. At the Classroom Area screen select the Class.

i Classroom Area .

(MEEGTT N E  Classroom Gradebook  District Gradebook  Shared Tests

Grade 4 Math Sec. Per4 = I'“;.

Classroom Tests "% Expont LS Count: 3

= Create Test

« Delete Test Active Results Test Items Test Status  TestId Test Date ~
all - Math 4 Fractions 1 Qnan Inactive 4711105

3. Identify the test to be activated and click the test name.

Example: Math 4 Fractions

R —

ECSLTTN DS Classroom Gradebook  District Gradebhook  Shared Tests

Grade 4 Math Sec. Perd = ﬁ"_‘

Classroom Tests % Export XLS Count: 3
= Create Test
- Diolete Test Active Results Test Items Test Status  Test Id Test Date ~
al - Math 4 Fractions ‘ 1 D oAn Inactive 411105
A Addition - Standard 2.3.1.3 3 & 97951 4/10/05
A 110
A0 Scan Test 2 C 13799 4¢8/105
0A0

4. Atthe Test screen, select the Activation tab.

Math 4 Fractions Close |

G Properties Share Standards  Activation

Edit Test Content

Test It
estiiems 1. Cluestion Type: Multiple Choice Paints: 1.00 Penalty Paints: 0
4 VA

= Create Mew tam
=Delete tems
=Yalidate Test
Preview Content
*Test Details
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5. On the Activation tab, click Activate Test.

Test Activation Properties Close

Content Properties Share Standards P:(=iEHGTT

Test Activation Information

= Edit Activation Properties = Test Activation Status
= Activate Test

Test Status Yourtest is currently inactive. Students
cannot take this test and test forms cannot
be scanned.

6. The Test Activation Status appears with the Test IDs. Click Close.

If multiple test versions exist, there is a Test ID for each version. There is
a special Random Version ID for Online Tests. The Random ID, if used,
instructs the program to randomly assign a test version to each student.

Test Versions Information

G Esport Rl S Count: 3
Version Test ID

A, 34322

B 71738

Randorm “ersion® 95105

*Entering the Test ID for the Random Yersion on an online test will randomly assign
one of the other available versions to the student.

7. On the Classroom Area page, a green checkmark in the Active cell
indicates the test is active. The Test IDs appear in the Test ID cell.

WEEOTILN G S Classroom Gradebook  District Gradebook  Shared Tests

Grade 4 Sec. 1 = f._E

Classroom Tests G Bport XS Caount: 1
=Create Test T
« Delete Test est
SR e Active Results Test Items Status Testld Test Date
) = Math Crae 5 2 Opp A 34322 33005
Weekly Test - B: 71739
Fractions Random:
95105

Scantron Professional Development Creating a Classroom Test — Duplicate Test 7



